MEMORANDUM FOR THE RECORD

SUBJECT: Travel — Detailed Procedures Related to the Use of CAS Funding

Issue

The NASA FY 2010 Appropriations Bill provides that NASA’s Cross-Agency Support Funds (CASX)
are limited to a one-year period of availability and will expire on September 30, 2010. This
paper addresses the detailed procedures related to the use of CAS funding.
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Guidance

Processing CAS Funded TDY Documents in FedTraveler.com

The NASA PY 2010 appropriation states that NASA's Cross Agency Support (CAS) funds shall be
limited to one-year availability. Expenses associated with split year travel (travel which begins
in one fiscal year and continues into the next fiscal year) authorized in PY 2010 must be
properly allocated between PY 2010 and PY 2011 appropriations. However, a round-trip ticket
obligates funds at the time of purchase as long as the trip starts in the same fiscal year. If the
return portion of the ticket cannot be used and a separate return ticket must be purchased, a
new obligation is created with funds available at that time (GAO Report B-66834).

Note: Expiring Funds will not be rolled up at the Agency level as part of the FY 2010 closing
process. Instead any unobligated funds remaining in expiring accounts will remain at the
Centers until the end of the first quarter of FY 2011. This will leave a small amount of funding
available at the Centers to facilitate the completion of adjustments to existing obligations

anticipated early in FY 2011.

This procedure document will provide the user with guidance on preparing and processing of
Travel Authorizations and Vouchers that will be using NASA’s CAS funding. The
method/approach will ensure proper allocation of travel expenses that need to be split across
the Fiscal Years with the use of separate travel authorizations to reflect travel that begins in FY
2010 and continues into FY 2011. The approach will also require the submission of separate

travel vouchers upon completion.

The following table reflects the appropriation allocation of split year travel funding and
expenses between FY 2010 and FY 2011 appropriations for the various documents of a TDY trip.

Appropriation Allocation of Split-Year Travel Funding and Expenses

Expense Type

Charging Practice

Business Rules

Per Diem

e Meals & Incidental Expenses
(M&IE)
e Lodging

Allocated between years. Expenses
incurred in FY 2010 are charged to
PY 2010

Expenses incurred after 9/30/10 are
charged to PY 2011

For TDY periods crossing into FY
2011, Original Authorization
document must end on 9/30/10

A second travel authorization is
created to continue the TDY period
into FY 2011

Miscellaneous Expenses

e Vicinity mileage-(lodging to/from
TDY), POV mileage-(residence
to/from airport)

e parking, tolls, metro, phone,
internet, furniture rental,
cleaning service, ATM

Allocated between years. Expenses
incurred in FY 2010 are charged to
PY 2010

Expenses incurred after 9/30/10 are
charged to PY 2011

For TDY periods crossing into FY
2011, Original Authorization
document must end on 9/30/10

A second travel authorization is
created to continue the TDY period
into FY 2011
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Expense Type

Charging Practice

Business Rules

Transportation (Cross Fiscal year
Travel Order)

e Air/POV
— Round trip to TDY Station
recorded as cost in the
current fiscal year

Round trip funded in current year
(departure occurs in current year)
The date associated with the
purchase of the airline ticket defines
which year funding should be used;
including changes to previously
purchased tickets which results in
the issuance of a “new” ticket.

TDY Authorization dates are
modified to reflect a 9/30/10 cut-off
for current year costs

Rental Car at TDY Site

Funded in Full in Year travel begins

Charged in full to PY 2010 funding

FedTraveler.com — CAS Funded Single Trip Authorization Crossing Fiscal Years

Travel obligations and expenses associated with split year travel (travel which begins in one
fiscal year and continues into the next fiscal year) authorized in PY 2010 must be properly
allocated between PY 2010 and PY 2011 appropriations. The following steps are required when
creating the associated travel documents:
1. Create the initial travel authorization in FedTraveler.com reflecting the dates associated
with all allowable airfare, hotel and rental car expenses estimated for the entire duration of

the trip:

a. Reservations will be included on the initial travel authorization for split year travel
b. Roundtrip airfare will reflected on the initial travel authorization

Detailed Example (FY 2010 Travel Dates):
1. Single trip travel authorization reflecting travel from September 15, 2010 to October 7,

2010 citing CAS funding.

a. Enter Departure date of 09/15/2010
b. Enter Return date of 10/07/2010
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e Book reservations as required for the entire duration of the travel order
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2. Upon returning from the Online Booking Engine, modify the travel authorization by
changing the end date of the trip to reflect an end date of the current fiscal year
— Modified travel dates: September 15, 2010 to September 30, 2010
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e Press the Save and continue icon after modifying the trip end date to save the changes.

e Select the Review button to add airfare totals; totals are initially zeroed out when the
itinerary is modified (travel dates)

e Select the Complete the Authorization button to complete the document

e Select and allocate the appropriate accounting data

e Once completed, submit the document for approval

Note: The first authorization recorded for CAS funded split year trips crossing into FY 2011 will
retain the itinerary reflecting the true travel dates of the travel order (including those occurring
in FY 2011); ensuring roundtrip airfare costs are reflected in the current fiscal year. All
reservations (air, hotel and rental car where applicable) are made and approved via the first
authorization.

Travelers/preparers will need to adjust the estimated costs to accommodate for the reduction
in the per diem rate occurring on the last day of the FY 2010 travel authorization.

AGENCY GUIDANCE: The travel authorization reflecting travel dates occurring in FY 2011
cannot be created until the associated appropriations are made available in SAP after Fiscal
Year startup. Travelers/preparers must add the following verbiage to the comments section of
the initial travel authorization: “Travel is scheduled thru Oct. XX, 2010. You are authorized to
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continue your travel beyond 9/30/2010 subject to the availability of PY11 funding. After
funding becomes available, a separate travel authorization will be prepared for the PY11
portion of this trip to document the obligation of PY11 funding. If new funding does not
become available to continue your travel after 9/30/10, you will be required to terminate your
trip.”

3. Create the travel authorization in FedTraveler.com reflecting the portion of the trip
occurring in FY 2011 (no reservations):
a. No reservations will be included unless travel plans are modified/extended Created
upon both appropriations and system availability after Fiscal Year startup

Detailed Example (FY 2010 Travel Dates):
1. FY 2011 portion of a Single trip travel order reflecting travel from September 15, 2010 to
October 7, 2010 citing CAS funding.
a. Enter Departure date of 10/01/2010
b. Enter Return date of 10/07/2010
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Reservations were created in the original trip.
Click the Complete Travel with the authorization.
Adjust estimated costs

Select the appropriate accounting data

Submit the Document

Note: Travelers/preparers will need to adjust the estimated costs to accommodate for the
reduction in the per diem rate occurring on the first day of the FY 2011 travel authorization.
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Process Recommendation: Users are encouraged to add comments to the FY 2011 travel
authorization to readily identify the travel authorization reflecting FY 2010 obligation/costs i.e.,
“See associated FY 2010 Split Year Travel Authorization # ...”

Processing CAS Funded Extended TDY Documents in FedTraveler.com

This memorandum documents the method/approach for Extended TDY (ETDY) within the CAS
Appropriation to ensure proper allocation of split year Extended TDY (ETDY) travel expenses
with the appropriation available to fund those expenses.

Existing ETDY travel authorizations funded into FY 2011 with PY 2010 Cross Agency Support
(CAS) funds must be adjusted. This requires that the original Travel Authorization be amended
to reduce amounts by the FY 2011 estimated travel expenses.

Expense Type

Charging Practice

Business Rules

Per Diem

e Meals & Incidental Expenses
(M&IE)
e Lodging

Allocated between years. Expenses
incurred in FY 2010 are charged to
PY 2010

Expenses incurred after 9/30/10 are
charged to PY 2011

For ETDY periods crossing into FY
2011, Parent document must end
on 9/30/10

A second Parent document is
created to continue the ETDY period
into FY 2011

Miscellaneous Expenses

e Vicinity mileage-(lodging
to/from TDY), POV mileage-
(residence to/from airport)

e parking, tolls, metro, phone,
internet, furniture rental,
cleaning service, ATM

Allocated between years. Expenses
incurred in FY 2010 are charged to
PY 2010

Expenses incurred after 9/30/10 are
charged to PY 2011

For ETDY periods crossing into FY
11, Parent document must end on
9/30/10

A second Parent document is
created to continue the ETDY period
into FY 2011

Transportation

e Round trip to ETDY Station
recorded as cost in the current
fiscal year

- Air
- POV

e  One-way trips to/from ETDY
Station at beginning and end of
ETDY
- Air
- POV

Air Funded in year travel segment
begins (initial departure to ETDY
and final return from ETDY)

POV mileage is charged to year in
which it occurred

Expenses incurred in FY 2010 are
charged to PY 2010

Expenses incurred after 9/30/10 are
charged to PY 2011

Trip segment departing on or prior
to 9/30/10 is charged to PY 2010
(Parent document #1)

Trip segment departing 10/01/10 or
after is charged to PY 2011 (Parent
document #2)

POV expenses incurred on or prior
to 9/30/10 are charged to PY 2010
(Parent document #1)

POV expenses incurred on or after
10/1/10 are charged to PY 2011
(Parent document #2)

Transportation

—  Trips home during ETDY

Round trip funded in full in year
travel begins
e.g. if travel begins 10/1/10 (FY

Trips departing on or prior to
9/30/10 are charged to PY 2010
(Parent document #1)
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- Air
- POV

2011) and ticket is issued 9/29/10
(FY 2010), this would be funded
with PY 2011 funds, even though
the expense is incurred in FY 2010
POV mileage is charged to year in
which it occurred

Expenses incurred in FY 10 are
charged to PY 2010

Expenses incurred after 9/30/10 are
charged to PY 2011

Trips departing 10/01/10 or after
are charged to PY 2011 (Parent
document #2)

If the return portion of a round trip
ticket cannot be used (returned /
reissued) and a separate return
ticket must be purchased 10/1/10
or later, PY 2011 funds must be
used

POV expenses incurred on or prior
to 9/30/10 are charged to PY 2010
POV expenses incurred on or after
10/1/10 are charged to PY 2011

Rental Car at TDY Site

Funded in Full in Year travel begins

Charged in full to PY 2010 funding

Note: Extended TDY trips cannot begin in September if using CAS funding due to system
limitations of processing the ETDY authorization.

See “Manual Processes Supporting the Monitoring of Extended TDY” below for information
regarding additional processes used to assist in managing funds availability as it relates to

Extended TDY processing.

FedTraveler.com — Extended Travel Authorization Document (Parent)

The term “Parent Travel Authorization” refers to the travel authorization created for Extended
TDY reflecting the start and end dates of the extended travel order. The approved travel
authorization results in the recording of the SAP funds commitment document, reflecting the
associated obligation for the lifecycle of the extended travel order. The following steps are
required when creating Extended TDY travel documents:
1. Create the initial Parent travel authorization in FedTraveler.com reflecting the dates
associated with all allowable airfare, hotel and rental car expenses estimated for the entire

duration of the trip:

a. Reservations will be included on the initial travel authorization for split year travel
b. Roundtrip airfare (where applicable) will be reflected on the initial travel authorization
c. Include all estimated cost of trips home

Note: CAS funded Ext TDY trips crossing into FY 2011 will require two FedTraveler.com travel
authorizations to reflect the entire travel order.

Detailed Example (FY 2010 Travel Dates):
1. Extended TDY travel authorization reflecting travel from August 1, 2010 to January 31, 2011

citing CAS funding.

a. Enter Departure date of 08/01/2010
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b. Enter Return date of 01/31/2011
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2. Book reservations as required for the entire duration of the travel order
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Memphis, TN (MEW} Huntsville/Decatur, AL Gperated by FNNACLE DBA | Total flight time
HEV) DELTA CONNECTION 7
Flight 3655 - Canadair Jet 184 mies.
Class: Coach Class 80% on-time

View seats

Option 2 Finish Buiiting Your Itinerary For Compiete Prics
6:10 AM - Mon, Jan 31 216 AM - Mon, Jan 31 ATIDWEST ) Non-stop Goach Class
Birmingham, AL (BHM) Memphis, TN (MEM} Bl 211 miles.

Operated by PINHACLE
DBA DELTA CONNECTION
Flight 440 - Canagair Jet
Class: Coach Class

9:50 AM - Mon. Jan 31 10:47 AM -Hon, Jan 31 ASFIWEST ~stop
MEmphis, TN (MEIT) Huntsville/Decatur, AL resz ) Total fight time
H Operated by PINHACLE 437

FITA COMNECTION 124 mies. ~

@ iemet




3. Upon returning from the Online Booking Engine, modify the travel authorization by
changing the end date of the trip to reflect an end date of the current fiscal year

(September 30, 2010)

/= https:fiuat. fediraveler.com@eb-REQAT - Travel Autherization - Windows Internet Cxplorer

Fodlraveler.com

User Profide

Croganizer

Asturn ts Desiten
ORCANIZATION

ZADD1OXXXSTS0003414 | MARSHALL SPACE FLIGHT
CENTER SITS

se tris page

4 ik uthorizatio PREPARER NAME ORCANIZATION

MARSHALL SPACE FLIGHT CENTER SITS

SITE VISIT

El what is the Purpose of your Trip?
User Commen . — Fodifty |
R T hod CENTRALLY BILLED ACCOUNT
1. Crosse s Trie w
- Long Term TDY Travel:
Prmtatie | :
El 7ravel Destinations
[ Departure & 1st |
( ) Travel Authorization Tasks
LEAVING FROM GOTNG To et
R 1a Trip Fuipose
'fl_"c'"'o'l‘:\‘l' W"t‘l I HUNTSVILLE, AL LISA Hsv BIRMINGHAM, AL USA B U bt
Aecamsibline Heler L2 08/01/2010 aam Contract Flight = et Ls
2 Payment Method ~
Return Home i
BIRMINGHAM AL usa el geturning From
Thu
TDY LOCATION CITY STATE  COUNTRY D PART DATE Tis AdmORT
BIRMINGHAM AL usA o9e/30s2010 G GAM W BraM
Thi, 30 Sep 2010 Eand Aupan

Contract Flight

Returning To
Contract Flight Ao “
HUNTSWVILLE AL usA "
e e
Returning To
e fee ] TRY  ARRIVE DATE  Aimeosr]
s s e HUNTEVILLE AL W usa oo/30/2010 @@ HEY
| Sarvns arvd rotuers to duplay modd Hind Oty find Country " i Jam 2011 Daogd Apan
Save and Continue [cance ]
— L
FedTrawaber, com maonirg people not paper o Trusted stes L L00% -

Press the Save and continue icon after modifying the trip end date to save the changes.

[ ]

e Select the Review button to add airfare totals; totals are initially zeroed out when the
itinerary is modified (travel dates)

e Select the Complete the Authorization button to complete the document

e Select and allocate the appropriate accounting data
e Once completed, submit the document for approval

Note: The first Parent authorization recorded for CAS funded Extended TDY trips crossing into
FY 2011 will retain the itinerary reflecting the true travel dates of the Extended TDY order
(including those occurring in FY 2011), ensuring roundtrip airfare costs are reflected in the

current fiscal year.

All reservations (air, hotel and rental car where applicable) are made and approved via the first
Parent authorization.
AGENCY GUIDANCE: The travel authorization reflecting travel dates occurring in FY 2011 cannot

be created until the associated appropriations are made available in SAP after Fiscal Year
startup. Travelers/preparers will be provided official verbiage to include in the comments

8/6/2010




section of the initial travel authorization stating the portion of travel occurring in the following

fiscal year is subject to funds availability.

1. Create the portion of the Parent Travel Authorization in FedTraveler.com to include all
allowable Extended TDY expenses occurring in FY 2011 (October 1, 2010 — September 30,
2011). The traveler/preparer must select from 2 possible scenarios when creating the
second half of the Parent document:

a. Second half of the travel order reflects a travel duration of more than 30 days (must
be identified as Extended travel, LTTDY Indicator)

b. Second half of the travel order reflects a travel duration equal to or less than 30 days
(cannot be created as an Extended TDY document)

Detailed Example (FY 2011 Travel Dates greater than 30 days duration):
1. Extended TDY travel authorization reflecting the portion of travel occurring October 1, 2010
to January 31, 2011 citing CAS funding.
a. Enter Departure date of 10/01/2010
b. Enter Return date of 01/31/2011

Travel Authorization

TRAVELER MAME EMCBCLIMENT BRI R CICANIZATION

foime s s sae . | NASAGZADD IOXXXSTH0003416 | | MARSHALL SPACE FLIGHT
CEMTER SITS

FRIPARER NAME CRGARIZATION

- MARSHALL SPACE FLIGHT CENTER SITS

Travel Autharzations. v
oan select me Long Ter
hack

El what is the Purpose of your Trip? MEETING

User Commen itz st tdy mew fy [ rodity

g By miep Insbructinne El transportation Paymant Mathod? CENTRALLY BILLED ACCOUNT

1. Croose s Trp
= Long Term TDY Travel:
Prislakas Job Aits

El trovel Destinations

[Departure & 1st Destination | El rravei Destinations

C——
additionasl b s e | peparture & 1st Destination |
Additron. HUNTSVILLE, AL USA | uswv BIR MG AR ) i
[ modity

web
Accessibiity Heip? [ 10/01/2010 sam Contract Fligh: VNG EROM GoImG To

HUNTSVILLE, AL USA  msw BIRMINGHAM, AL USA

10/01/2010 sam Contract Flight i
Returning From
[Return Home

BIRMINGHAM AL 1)
Mo, Raeturning From

OV LOCATION CITY HTATE COUNTRY  DEPART ATE _ TIWE ATRPORT
w3200 G

Contract Plight e = BIRMINGHAM AL usA e

Raeturning To
ntract Fligh
HUMTSVILLE - Contract Flight o

usa
Find Cony ool | geturning To

IR

Save and Continue | | Cancel | — e i
HUNTSVILLE AL = UBA 53172081 G
Sarve Dosbnation ard Contiree Button. =yl PN

e ik b il Fund City -
| | Save and Continue | [ cancer |
| oy e S b 1

e Long Term TDY Travel Indicator is flagged.

e Air, hotel and rental car reservations made on the initial Parent Authorization, therefore no
reservations are required when creating the second extended TDY authorization.

e Complete the Travel Authorization.

e Select the appropriate accounting data.

e Submit the document for approval
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Detailed Example (FY 2011 Travel Dates equal or less than 30 days duration):

1. Travel authorization reflecting the remaining portion of extended travel occurring October
1, 2010 to October 15, 2010 citing CAS funding. In addition, this example reflects a Nested
trip occurring October 1, 2010 to October 5, 2010.

a. Enter Departure date of 10/06/2010 (accommodating for the Nested travel
occurring October 1, 2010 to October 5, 2010)
b. Enter Return date of 10/15/2010

/= hups:/uat.fedtraveler.com/7cb -DSKA1ito~0 - Travel Authorization - Windows Internet Explorer =13
-~

Travel Authorization

TRAVELER NAME DOCUMENT NUMBER ORGANIZATION

CHRISTOPHER CARLSON | NASAG2ADO010XXXSTS0003411 MARSHALL SPACE
FLIGHT CENTER SITS

NAHEED JAMIL MARSHALL SPACE FLIGHT CENTER SITS
EN what is the Purpose of your Trip? MEETING

User Comments: test Modify
| 2 B e v CENTRALLY BILLED ACCOUNT

Long Term TDY Travel:

Travel Destinations (1) End of One Way Trip has been saved.

[ Departure & 1st | Travel Authorization Tasks
>l Wab [(Moddy ] | | 1a Tro Purpose v
Accessibility Help? [[) MEMPHIS, TN USA mMem
10/06 0D SN | Departure & 1st Destination |
LEAVING FROM GOING TO [[Moady |

MEMPHIS, TN USA Mmem HUNTSVILLE, AL USA usv
HUNTSVILLE, AL USA on 10/ 10/06/2010 eAm Contract Flight *

El 0o vou need to:

[Enter Other Expenses ] |
Cosermeone] | | — o0ty )

HUNTSVILLE, AL USA on 10/15/2010 Oelete
Bl what would you like to do next?)
(_Book Reservations ]
traina. hotal and Io43InG options. and car rantals
Alno show me: |
Fnotets [Z) rental cars

Review Travel Details

Complete Authonzation

e Long Term TDY Travel Indicator is not flagged.

e Air, hotel and rental car reservations made on the initial Parent Authorization, therefore no
reservations are required when creating the second extended TDY authorization.

Complete the Travel Authorization.

Adjust estimated costs

Select the appropriate accounting data.

Submit the document for approval

PROCESS RECOMMENDATION: Users are encouraged to add comments to the FY 2011 travel
authorization to readily identify the travel authorization reflecting FY 2010 obligation/costs i.e.,
“See associated FY 2010 Split Year Travel Authorization # ...”
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FedTraveler.com — Nested Travel Authorizations

Nested authorizations reflect trips commencing from the ETDY location to a secondary location.

Nested trips crossing the fiscal year will require two authorizations and accompanying expense

reports. Any planned Nested trips for travel during SAP fiscal year-end downtime must be

processed through final approval and obligated prior to SAP going down for fiscal year-end

closing.

1. Create FY2010 Nested Travel Authorization document in FedTraveler.com to include all
allowable FY 2010 expenses:

a. One-way airfare due to date restrictions (associated Parent authorization);
FedTraveler.com system limitations prevent the creation of Nested trips with dates
that extend beyond the parent travel authorization, therefore round trip
reservations cannot be used.

b. Hotel accommodations and rental car reservations reflect FY2010 dates only

Note: CAS funded Nested trips crossing into FY 2011 will require two FedTraveler.com travel
authorizations to reflect the entire travel order.

Detailed Example (FY 2010 Travel Dates):
1. Nested TDY travel order reflecting travel from September 27, 2010 to October 5, 2010 citing
CAS funding.
a. Enter Departure date of 09/27/2010
b. Enter Return date of 09/30/2010

S Mips i lvat fediraveler . com/7c b -DSKAT RO - O nest -« nest Travel Authorization Windows Internet Lxplorer
Fedlraveler.com s
Orgarvier Vaer Protwe Trmwnt Resosren Pranreng Ll et Tt Syt gt L

Nested Authorization

NASAGIADOIOXXXSTHO000341%  MARSHALL SPACE FLIGHT
CENTER SIT5

MARSHALL SPACE FLIGHT CENTER SITS

pose of your Trip? MR TING

v ey )

ethod? CENTRALLY BILLED ACCOUNT

Lo of One Way

[Departure & 1st Destination | Travel Authorization Tasks

DIRMInNGHAM, AL UsA ssv | A Travel Destinations (L 1 nd of One Way Trip has been saved,
OO/ 2772010 anm e e e — =
[Dcpanurc & 1st De-(luallon]
[€na vrip] . O e ———prere—

([ Mooy |

R A et gon -
MONTGOMIRY, AL USA  on BIRMINGHAM, AL USA uav MONTGOMIRY, AL USA mom
OO/27/2010 aam Contract §light #
£l oo ve
( —
: [€End Trip]
[ moary |
EX what woutd o do » MONTGOMERY, AL USA on 09/30/2010 l Oelote J
S—

Fat T rvwben oM WrVER) Dph Pk Pt / Trusted stes aoow -
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e Book reservations as required for the entire duration of the travel order
a. Reservation should reflect one-way airfare (departure)
b. Hotel and rental car reservations covers the identified travel dates
Return to the Authorization screen
Press the Save and continue icon after modifying the trip end date to save the changes.
Select the Complete the Authorization button to complete the document
Select and allocate the appropriate accounting data
Once completed, submit the document for approval

AGENCY GUIDANCE: The travel authorization reflecting travel dates occurring in FY 2011 cannot
be created until the associated appropriations are made available in SAP after Fiscal Year
startup. Travelers/preparers will be provided official verbiage to include in the comments
section of the initial travel authorization stating the portion of travel occurring in the following
fiscal year is subject to funds availability.

2. Create FY2011 Nested Travel Authorization document in FedTraveler.com to include all
allowable FY 2011 expenses upon funding and systems availability after Fiscal Year startup:
a. Includes one-way return airfare); FedTraveler.com system limitations prevent the
creation of Nested trips with dates that extend beyond the parent travel
authorization, therefore round trip reservations cannot be used.
b. Hotel accommodations and rental car reservations for FY2011 dates only

Process Recommendation: Users are encouraged to add comments to the FY 2011 travel
authorization to readily identify the travel authorization reflecting FY 2010 obligation/costs i.e.,
“See associated FY 2010 Split Year Travel Authorization # ...”

Detailed Example (FY 2010 Travel Dates):
1. Nested TDY travel order reflecting travel from September 27, 2010 to October 5, 2010 citing
CAS funding.
a. Enter Departure date of 10/01/2010
b. Click End one-way trip
c. Enter Return date of 10/05/2010
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Fodlraveler.com

Grganizer

o - -
User Frofite Travel Hosoarch Planning it ¥ . |

MNested Authorization

Rsturn 16 Desklog

NASAGZADO IOXXXSTSO00341F | | MARSHALL SPACE FLIGHT
CEMTER SITS

PREPANLE WAME OMCANLEATION

MARSHALL SPACE FLIGHT CENTER SITS

Nl Whot is the Purpose of your Trip? | EMIRGENCY TRAVEL

User Comments

[ [ moaty |
CENTRALLY BILLED ACCOUNT

wTME R Goinc
MONTGOMIRY, AL LISA | son BIRM;

10/01/3010 san Comtr, VING I RO GoING TO [Lreoary |
MONTGOMERY, AL USA MG BIRMINGHAM, AL USA B
10/01 /2010 sam Contract Flight e

Frip Emds in

BIRMINGHAM A

Fedlravelor .com moving peopis ol pager « Trusted stes Hiow -

d. Book reservations as required for the entire duration of the travel order
e. Reservation should reflect one-way airfare (return) ); FedTraveler.com system
limitations prevent the creation of Nested trips with dates that extend beyond the
parent travel authorization, therefore round trip reservations cannot be used.
f. Hotel and rental car reservations covers the identified travel dates
Click the Complete Travel with the authorization.
Adjust estimated costs
Select the appropriate accounting data
Submit the Document

Note: Travelers/prepares will need to adjust the estimated costs to accommodate for the
reduction in the per diem rate occurring on the first day of the FY 2011 travel authorization.

Interim Expense Report is created to reimburse the traveler for expenses incurred during an

interim period of the ETDY and is typically created in one month increments.

1. Consumes the funds from the "Parent" document

2. Using the Parent document model, an Interim Expense Report is submitted for ETDY
expenses incurred through September 30, 2010 citing PY 2010 funding.

3. Interim Expense Reports will now include reimbursements for Trips Home

Note: An Interim Expense Report cannot be submitted if there is an incomplete Nested trip
within the same time period.
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Expense Type

Charging Practice

Business Rules

Per Diem

e Meals & Incidental Expenses
(M&IE)
e Lodging

Allocated between years. Expenses
incurred in FY 2010 are charged to
PY 2010 (Parent document #1)
Expenses incurred after 9/30/10
are charged to PY 2011 (Parent
document #2)

For ETDY periods crossing into FY
2011, an Interim Expense Report
must end on 9/30/10.

A second Interim Expense Report is
created to continue the ETDY period
into FY 2011

Miscellaneous Expenses

e  Vicinity mileage-(lodging
to/from TDY),

e  Vicinity parking, tolls, metro

° phone, internet, ATM,
monthly charges for
rentals/services

Allocated between years. Expenses
incurred in FY 10 are charged to PY
10 (Parent document #1)

Expenses incurred after 9/30/10
are charged to PY 11 (Parent
document #2)

For ETDY periods crossing into FY
11, an Interim Expense Report must
end on 9/30/10.

A second Interim Expense Report is
created to continue the ETDY period
into FY 11

Transportation

e  One-way trips to/from ETDY
Station at beginning and end of
ETDY
- Air
- POV

Funded in year travel segment
begins (initial departure to ETDY —
Parent document #1 and final return
from ETDY — Parent document #2)
POV mileage is charged to year in
which it occurred

Expenses incurred in FY 2010 are
charged to PY 2010

Expenses incurred after 9/30/10 are
charged to PY 2011

For ETDY periods crossing into FY
2011, an Interim Expense Report
must end on 9/30/10

A second Interim Expense Report is
created to continue the ETDY period
into FY 2011

POV expenses incurred on or prior
to 9/30/10 are charged to PY 2010
(Parent document #1)

POV expenses incurred on or after
10/1/10 are charged to PY 2011
(Parent document #2)

Emergency Travel occurring at Year End

Emergency travel citing CAS funding identified after the recording of the annual Travel Accrual
will require OCFO approval (NOTE: Need to determine if this requires Center CFO or Director,
HQ Operations). The integration between FedTraveler.com and SAP will be unavailable
immediately following the recording of the accrual, until fiscal year start-up activities have been
completed. As a result, CAS travel beginning after the performance of the PY 2010 accrual
extending into FY 2011 must be approved by OCFO prior to creating the associated travel
reservations. The following process will be used to obtain OCFO approval and record the

associated obligation:

1. SR created requesting BPS Approval for Yearend Emergency travel citing CAS funding
2. Upon OCFO approval, the Yearend travel process should be used to provide verbal approval
for the associated travel authorization ( travel dates occurring in FY 2010 only)
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3. SRshould be updated with the document number of the associated FedTraveler.com travel
document

4. Funds commitment document reflecting the PY 2010 obligation should be manually created in SAP

5. SR should be updated with the financial information recorded in SAP (funds commitment document
number)

6. Upon the completion of fiscal year start up activities, the FY 2011 portion of the trip should be
recorded using standard travel processes

FedTraveler.com to SAP Interface Enhancements

NASA’s travel system (FedTraveler.com) does not possess functionality allowing travel expenses
to be allocated by date. As a result, system edits will be implemented as part of the inbound
interface to SAP to restrict the processing of travel documents reflecting CAS funding.
Documents citing CAS funding that includes travel dates outside of FY2010 will be rejected by
the FedTraveler.com to SAP interface. However, the system edit will not prevent cost
adjustments to current year documents as long as the associated travel dates are within FY
2010.

Central Billed Account Impacts

CBA activity is limited to airfare and transaction fees; as a result, costs incurred for both
expense categories are recorded against the appropriate travel documents per the year end
guidance provided above. Additional costs incurred as the result of amendment actions will be
recorded as adjustments to the original obligation.

There are no expected impacts to existing Centrally Billed Account processes.

Reservations and Ticketing during Year End and Fiscal Year Start-up

The agency’s year end travel processing procedures will become even more vital to ensure
mission-critical travel is not hindered during the required year end shut-down. Verbal approvals
to ticket will serve as the mechanism to both authorize travel and ensure tickets are issued. See
the process guidance provided below.

Travel Authorizations processed via FedTraveler.com cannot be approved by the Travel Office
during year end processing. The authorization document will not receive the final “approved”
status in FedTraveler.com. Therefore, the center travel office will need to manually provide the
approval for travelers that are traveling during this time. During year end processing, an
authorized Center Approving official will be required to email a list of documents that have
been approved on a daily basis to the Cl Travel mailbox YearEndDoc@citravel.com and copy (cc)
Jean.Brantley@nasa.gov, Steven.L.Lane@nasa.gov, and Russell.Cake@eds.com for travel
during these dates. Once ticketing has occurred, Cl Travel will respond to the email indicating
that the ticket has been issued.
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The email should include:

The subject line of Center’s (insert Center name) Approved Documents.
Name of the traveler and record locator if possible

Travel Authorization Number

Date of Travel

Ticketing Process

The ticket will be issued per the agency business rules or required fare rules. Once ticketed, the
traveler will receive an invoice itinerary indicating that the ticket has been issued. The traveler
and/or the travel preparer should also be able to view the ticketing status on the Itinerary page.

If Cl Travel needs to issue a ticket for a traveler they do not have approval for, they should
contact one of the Center’s approving officials. EDS has provided ClI Travel with a list of
approving officials at each Center.

Reservations Approved within 24 hours of the Travel Date (Emergency Travel)

If travel is for same day or within 24 hours, the Travel Office should call Cl Travel directly with
the Approval.

Any other requests for ticketing that do not follow the normal agency business rules (5 days
prior to departure) should be sent to the to the Cl Travel mailbox YearEndDoc@citravel.com
and copy (cc) Jean.Brantley@nasa.gov, Steven.L.Lane@nasa.gov, and Russell.Cake@eds.com
for travel during these dates. Once ticketing has occurred, Cl Travel will respond to the email
indicating that the ticket has been issued.

Manual Processes Supporting the Monitoring of Extended TDY

FedTraveler.com - Travel Authorization Document (Parent)
1. Creating the parent travel authorization (TA) in FedTraveler.com should include all
allowable ETDY expenses. This includes:
a. Estimated monthly expenses
b. Estimated cost of trips to home

2. The approved TA in FedTraveler.com creates the SAP funds commitment document (FC),
which contains the commitments & obligations for the lifecycle of the extended TDY (ETDY)
detail.

Note: ETDY trips crossing a fiscal year (FY) funded with CAS funds will require two
FedTraveler.com parent travel authorizations and two SAP funds commitment documents
will be created
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3. The SAP FC document "should" reflect funds consumed for expenses included in the parent's TA.
However:
a. Monthly interim expense reports DO consume funds from the FC document
b. Nested trips DO NOT consume funds from the FC document

FedTraveler.com - Interim Expense Report Document
1. FedTraveler's monthly interim expense reports do consume funds from the parent's SAP FC
document

FedTraveler.com - Nested Documents
1. The Nested authorization and expense report create a "new" SAP FC in addition to the
original parent FC document. Therefore, these documents do not consume funds from the
parent's FC document
a. Nested "trips to home" are part of the ETDY detail and require a SAP_ Manual
Adjustment Process to perform a drawdown on the parent FC document
b. Nested "secondary" trips are not part of the ETDY detail and do not require a SAP
manual adjustment

SAP Manual Adjustment Process

e The following procedure outlines the steps required for reducing the commitments of
the parent document by the amount of the nested trip to home

e This process assumes the parent authorization document includes the estimated cost of
trips to home during the period of the ETDY detail

1. Display FedTraveler.com expense report for nested trip to home
a. Record "Authorization Number:" - this is the FC number

2. Display FedTraveler.com travel authorization for parent document
a. Record "Authorization Number:" - this is the FC number

3. Execute SAP "FMZ2" Funds Commitment - nested trip to home
a. Enter FC number of nested trip
i. Print a hardcopy for reference
ii. Note the amount in the "Grand Total" field

4. Execute SAP "FMZ2" Funds Commitment - parent
a. Enter FC number of parent document
i. Print a hardcopy for reference
ii. Note the amount in the "Grand Total" field

5. Edit parent's FC document
a. Calculate the new value of commitment
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i. Original "Grand Total" amount - total amount of nested trip
Select line item with sufficient "Overall Amount"
Enter edit mode
Update "Overall Amount" field with new value
Save

© oo o

6. Update "Document Header Long Text" with comments
a. Open "Document Header Long Text" icon or (F5)
b. Note an explanation for the new commitment total
Example - "Manual adjustment to decrease commitments of ETDY parent
document by amount of a 2-12-10 nested trip to home. TA #
22A0000XXXXXX0003088, FC# 400554272, for $415.07"

1. Display FedTraveler.com expense report for nested trip to home (this example is transportation via
POV)

2} hitps:/fwww.fedtraveler.com - Expense Report Summary - Microsoft Internet Explorer

wisw Receipts

Expense Report Summary 3

Transaction Fees Choose an Action:

Standard Frint Form l Expand All Sections I l Caollapse All Sections I l Print Summary I

Back
I $Document Number: NASAZ2ADDD0-OSH0003088
Invoice Number: 180004 1927--$0
Authorization Numb e rglilil5%bere

Traveler: LORI A MANTHEY
GLENN RESEARCH CENTER AT LEWIS FIELD
lori.a.manthey@nasa.gov (Email)
216 433 9656 (Duty Phone)

—| Expense Report Summary

Alternate Preparer: DENISE A KELLY
GLENN RESEARCH CENTER AT LEWIS FIELD
denise.a kelly@nasa gov (Email)
216-433-3372 (Duty Phone)

Trip Start Date: 02/12/2010
Trip End Date: 02/14/2010

Trip Purpose:.  MEETING
Ccomments:

@ Travel Details

M&IE Lodging

Actual Max. Actual Max.
Friday, 021 2i2010
*Saturday, 0211262010
*Sunday, 021142010

* Denotes 2 norewerking day

Actual Meals Tatal  $0.00
Actuzl Lodging Total $0.00
Actual Total $0.00

DATE OF TRAVEL. 2/12-14. TRAVELER IS TRAVELING HOMWE OM A NESTED TDYV, TRAVELER WILL BE
DRINMING FROM MASA HEADQUARTERS TO HER HOME.

$0.00 $0.00) 0000 $0.00 $0.00
§0.00) §0.00 0000 §0.00 §0.00 Mo Miles
$0.00 $0.00) 0000 $0.00 $0.00

Rental POV Cost Excluded
Ticket Rail Rail# Day
$183.00i386 miles|  §0.00

Car Rate  Mileage

$183.00i366 miles|  §0.00

P =

£

&] FedTraveler.com maving people nat paper
EEUYUE@ - B@Tw

75 3 Internet Explorer  ~ | [ Inbax - Microsoft O.,. | & Tracking Log ETDY ...

'y
iy start

[ow Ti\Specialized Trav... [ Ti\Approval Mappin. .. [ 'E] myAPPLICATIONS. ...

S & Internet
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FedTraveler.com Nested trip to home

3 hitps:/fwww.fedtraveler.com - Expense Report Summary - Microsoft Internet Explorer 5
-~

@ Travel Details

M&IE Lodging Rental POV Cost Excluded
Actual Max. Actual Max. Car Rate Mileage Ticket Rail Rail# Day
Friday, 021 2i2010 §0.00 §0.00| §00O0) $0.00 §0.00 $1283.00i366 miles|  §0.00
“Saturday, 021132010 §0.00 o000 fooo; §0.00 §0.00 Mo Miles
*Sunday, 021142010 §0.00 §0.00| §00O0) $0.00 §0.00 $1283.00i366 miles|  §0.00

# Denates a non-warking day

—| Other E Summary

Total Expenses Amount.  $39.04
Total Number OF Expenses 3

@ Expense Details

Date Description Amount
0z zizo10 TOLLE 1416
021452010 TOLLS $1416 7
02142010 TRAMESACTION FEES 1072
—| A g Summary
Lines of Accounting: 2 Split Pay Amount $0.00
Actual Cost: $304 32
CBA Amount: F1072

Financial Advance Offset: $0.00

@ Accounting Details

Accounting String Expense Category Allocation
10_679591 01 10_CASX220100DM OFADOD0*21214F CO00000 Other’ 39432
T0_B79591.01.10_CAEX22010DM OFAD0021 21 AF 000000 Transaction Fee #1072
Total Allocation F405.04 a
&] FedTraveler.com moving peopls not papsr S @ Internst

14 start BEEORB- EQ0MDN

7 3 Internet Explorer - | [ Tnbox




2. Display FedTraveler.com travel authorization for parent document

https:fiwww.fedtraveler.com - Travel Authorization Summary - Microsoft Internet Explorer

—| Accounting 5ummary‘

Lines of Accounting: 4
Estimated Cost: $56,382.45
CEA Amount: $20.75

@ Accounting Details

017097201 0 WASHINGTON, DT LUSA
07102010 HINCKLEY, OH USA

0170972010 HINCKLEY, OH LISA
0711 05201 0 WASHIMNGTORN, D LISA

@ Ticket Information
NO TICKET INFORMATON
@ Hotel Information

NO HOTEL INFORMATON

B rar Pantal Infarmatinn

<

Accounting String Expense Category Allocation

10_679591.01.10_CASKI20100 DFAQOOA21 214FCO00000 Lodging §25,850.80

T0_679591.01.10_CASK220100 DFADOOA21 214F 000000 Meals §8.452.85

10_B7A591 01 10_CASKI20100M OFADNDYZ1 214FCON0O000 Other $22,079.10

10_B78591.01.10_CASKIZ0100M OFADN0Y21 214FCOOO0O0 Transaction Fee $20.75
Total Allocation $56,403.20

—‘ Travel Authorization Itinerary I
Record Locator: Mot Available First Class: Mo
Payment Method: Govt Centrally Billed Business Class: Mo
Depart Arrive Segment Type Travel Mode

Include Meals & Lodging
End Trip

Frivately Owned Vehicle
Privately Crvned Wehicle

@ FedTraveler.com moving people not paper

BEUNES - B MO~

:4 start

g I

S @ Internet

8/6/2010




3. Execute SAP "FMZ2" Funds Commitment - nested trip to home

=
Document  Edit Goto Swsten Help

@ B9 H e CHE LD IBEEI@ M

Funds commitment: Display InitScrn

Document number ponss4zr2 [

Ling ltern

14 start BEEORB- EQ0MDN

7. zInternet.. = | [® Inbox-Micr.. | T Tracking

Document Edit Goto  Esxtras  Enwironment  Systern Help w
@ JHe@a 0NE Do BE 26

Funds commitment: Display Overview scrn

Document humber | 480554272 Ef posted Docurment Date Bz2/12/2818

Document type E Travel Order Posting Date Bz2/12/2818

=4

Compahy Code NASH USD | Agency Currancylrate UsD
Daoc text MANTHEY,LORI |
Currency usoD

Grand total 4687

D... |Overall amount Text Commitment tam Funds Center Fund Func |Vendor Grant Fund
1 39432 22A00000003088 02014/.. 2180 10 CASx22018D G181 43382 67959[+]
2 20.75 2200000003088 02414/.. 2100 10 CASxzz010D B181 149411 E?HEQB
L []
=
[0 I 0
Position 1 Document item i

[ b Fmz3 B | iempmstesz [ove [ |7

14 start REOR@-COR0MM™

7 2 Internet - | (@ 1nbox ft 0. | By Tracking LogETDY ...

8/6/2010




Print a hard copy of funds commitment for nested trip

=g L] =
Document  Edit Goto  Exras  Environment  Systern  Help

|& 10H ©Ge CHE anoan AE OB
R . A Options
Funds commitment: Change Overview scrn :
Hew VYisual Design
E¥ Consumation Set Color to Systern...
Document number | 400554272 & posted Document Date '32”2,:2519 Clipboard .
Dacument type il Travel Order Posting Date B2/12/2010 Generate Graphic
Company Code MASA |USD | Agency Currencyirate UsD Create Shortcut..
Doc.text MANTHEY,LORI Activate SUIKT
currency usD Script Recording and Playback
Grand total 405 .84 Script Development Tools
SAP GUI Setipting Help
Line items Default Size
Do Account [overallamaunt [Fund Funds Center Cost Center [WES Epuiaagsy ded Program [
_1 6100.2121 394 .32 CASX22010D 10 1OFLEE0 67959 v Quick Cut and Paste 91 Iz‘
2 6100.2121 10.72 [CASX22010D 10 1OFRE00 679597 591 E|
— Spell Checker 1
— SAP GUI Help
= About.
[
o [«
Pasition Document item il | [
‘ Prints Window Contents 4 | G

CBACoIIectmn..‘l «v 39 132PM

w StartI J B2 windows M., =| [~ Inbax - Microsa... | I RE: Screen Prin... | (& 1EM Application. .. | & PP NetWeave.,, | Funds commit...




4. Execute SAP "FMZ2" Funds Commitment - parent

| |7roument Edit Goto Systern  Help E‘w
| & JHieae CHR a0 ORI @F

Funds commitment: Display InitScrn

Document number Hoo545111 [

Line ltern
[ b Fmzs B[ tempmstesz [ovr [ [ 7
/4 start BEOURB- OO0 M@ w

-| @b

8/6/2010




- SADS

Document  Edit  Goto  Extras  Enwironment  Swstemn Help

@ Lo DHE DDAaD AR @B

Funds commitment: Display Overview scrn

Document number | 480545111 & posted Document Date @
Document type E' Extended TDY-Damestic Fosting Date @
Company Code [NASK[USD | Agency Currencyirate lusp |
Daoc.text MANTHEY,LORI |

Currency usD

Grand total 56,383 .17

Cwerall amount Text Commitment tem Funds Center Fund Func |Vendor Grant Fund
1 56,382 45 2200000001910 07410/ 2100 10 CASx22010D 6181 43382 67959[+]
2 108.72 2200000001910 07i10/.. 2100 10 CASX22018D B181 149411 gras5a[x]

0]

e — 1]

Position 1 Document item i

'4 start EEVERB - OO0

- @ Inbox - ... | Bl Tracking Log ETDY ... [ 3 Wind

7. 2 Internet Explarer




5. Edit Parent's funds commitment document

Change Detail screen - before adjustment. Input new value into "Overall amount" field

Type a question for help =

i File Edit View Go Tools Actions Help Adobe PDF
o = E:]
=3 Document Edit Goto Exras  Environment  System  Help
Mail | & | a0 eEae SHE DDhan BE ®@m
Favorits N .
=T Funds commitment: Change Detail scr
o =] = e | S :
=9
- IJF Lnetern Posttion
AT Teut [22A00000001910 07A 0410 |
IR Iy
= és‘ [ Zompletion indicatar [Jltem blocked :l [tern hlock
L4
I Yalues
L currency usD
U
]| Overall amount 56,382 45 |
[} | ©penamount 53,673.69 |
S| pueon |
=0

Referenced document

Reservation

[ Setta Done’

Mare data
Yendar | MAMTHEY LORI A
Custirner |
Coding Block
Cost Center [18Fao0E |
B0 | Fung £AGX220180)| Grant [ ]
| Funclional Area 5181 |
am Funds Center 18 | Commitment ltem | 2160 ]
2 More
el L2 o |
R a7
| E a7
274 Trems

]ﬁStartI | B2 windows ... +| [+ sent Items-Ml.‘.l (€3 Intermet Ex... v| [ Microsoft Excel | JE cBA COLLECT ... | I s6p Logon 710

All folders are up to date.  £3 Connected to Microsoft Exchange ~

” Funds commi... SAP Easy Access | |« (v 4@ H8 339Fm

8/6/2010




Change Detail screen - after adjustment

(&

I File Edit View Go Tools Actions Help Adobe PDF Type a question for help =
H IN E;'
HERLS Document  Edit Goto  Edras  Environment  Systern  Help
Mail | & | 240 S8 DHE DDo BE @m bar » X
Favorits - . . h 2010
=Y Funds commitment: Change Detail scr e
o B3| =) | : 2a0 s
=9 - 6 17 18 19
Line Itern 400545111 Position g
BEaREss = 1
Text ‘22AUUDDUUU1 910071040 | ]
L e
B S , (o) AGA Tele
d [ Completion indicatar [ ltern blocked :l [tern block [ e
L4 Gornick, K@.
L | ¥alues W
4| curency usD M -10:00 AN
I it
[ Overall amount 55,967 .38 |
] Staff Meeti
[} | ©penamount 53,258 .62 | -1U:uuAh‘An
&I puson | , Mary A, (&) |
=l e oS
Referenced document 4
Reservation [ ” B‘ II

[ Setta Done’

no items
this view.
More data
Yendar | MANTHEY LORI A
Customer |
Coding Block
Cost Center [18Fao0E |
el i £AGX220180)| Grant [ ]
Functional Area 5181 |
d M Funds Center 18 | Cammitment lterm [2190
T
R a7
=4 ] Bates, Famela A... FW: Working from home spreadsheet Wed 371770101, 95 KB
=
o k]33 i I i<y Cook, Karen M... FW: Travel - Cancel [tems in SAP through 03/17/2010 Wed 3/17/2010 9:... 16 KB 'I
274 Trems

]ﬁStartI J %2 windows...

[ Sent Ttems -... | A Untitled - M.... | €3 Inkernet vI E. Microsoft Excel

All folders are up to date.

£3 cConnected to Microsoft Exchange ~

CBA COLLE... | I} 54P Logon 71EII unds com... SAP Easy AC... | «lv A0 H :41pm

8/6/2010




6. Update "Document Header Long Text" with comments

=
| Text Euﬂ Goto Fgrmal Insen System  Help

e 190 Cee CHE LoD DR @R

EJW

|@ |
Change Long Text Earmarked Funds: 6000400554272001 Language EN

@ ..E] ]&p Formats”v.@ CharacherFormalleI:] @C]@.\E]D.

;J |

Parag.Formats * Paragysph, left-algred T Char.Formats

Manual adjustment to decrease committments of ETDY parent
document by amount of 2-12-10 nested trip home. TA
22A00000:00003X0003088, FC 400554272 for 5415.07#»

¥

4

K]}

\
| & MerosoitExcel | @82 nternet ex... «| [ change Long .. I vendor Line ... | I cBA Colectin .. | [« - 30 10:424m

Astart] | ;33 windows .. +| [ Inbox - Mizaso... | 3 Sreen et ..

8/6/2010




FedTraveler.com Travel Authorization (note no change after adjustment)

2@ https:/fwww.fedtraveler.com - Travel Authorization Summary - Microsoft Internet Explorer

—| Accounting 5ummary‘

Lines of Accounting: 4
Estimated Cost: $56,382.45
CEA Amount: $20.75

@ Accounting Details

0170972010 HINCKLEY, OH LISA
0711 05201 0 WASHIMNGTORN, D LISA

017097201 0 WASHINGTON, DT LUSA
07102010 HINCKLEY, OH USA

@ Ticket Information
NO TICKET INFORMATON
@ Hotel Information

NO HOTEL INFORMATON

B rar Pantal Infarmatinn

<

Accounting String Expense Category Allocation

10_679591.01.10_CASKI20100 DFAQOOA21 214FCO00000 Lodging §25,850.80

T0_679591.01.10_CASK220100 DFADOOA21 214F 000000 Meals §8.452.85

10_B7A591 01 10_CASKI20100M OFADNDYZ1 214FCON0O000 Other $22,079.10

10_B78591.01.10_CASKIZ0100M OFADN0Y21 214FCOOO0O0 Transaction Fee $20.75
Total Allocation $56,403.20

—‘ Travel Authorization Itinerary I
Record Locator: Mot Available First Class: Mo
Payment Method: Govt Centrally Billed Business Class: Mo
Depart Arrive Segment Type Travel Mode

Include Meals & Lodging
End Trip

Frivately Owned Vehicle
Privately Crvned Wehicle

@ FedTraveler.com moving people not paper

BEUNES - B MO~

:4 start

g I

S @ Internet

8/6/2010




